
RESOLUTION NO. 2000-1 54 

A RESOLUTION OF THE LODl CITY COUNCIL APPROVING 
THE TITLE CHANGE OF RISK MANAGER TO MANAGEMENT 

ANALYST I I ,  AND FURTHER APPROVE CLASS 
SPECIFICATION FOR THE POSITIONS OF MANAGEMENT 
ANALYST TRAINEE, I AND I I  AND SALARY RANGE FOR 

MANAGEMENT ANALYST TRAINEE ___________----_------------------------------------------------ ---------------------------------------------------------------- 

BE IT RESOLVED, that the Lodi City Council does hereby approve the title 

FURTHER RESOLVEb, that the City Council does hereby approve the class 
specification for the positions of Management Analyst Trainee, Management Analyst I 
and Management Analyst I I  as shown on Exhibit A attached hereto; and 

change of Risk Manager to Management Analyst 11; and 

BE IT FURTHER RESOLVED that the Lodi City Council hereby approves the 
salary range for Management Analyst Trainee as follows: 

S T E P  
A B C D E 

$2,808.63 $2,949.07 $3,096.52 $3,251.34 $3,413.91 

Dated: August 16, 2000 

I hereby certify that Resolution No. 2000-154 was passed and adopted by the 
City Council of the City of Lodi in a regular meeting held August 16, 2000 by the 
following vote: 

AYES: COUNCIL MEMBERS - Land, Nakanishi. Pennino and Mann 
(Mayor) 

NOES: COUNCIL MEMBERS - Hitchcock 

ABSENT: COUNCIL MEMBERS - None 

ABSTAIN: COUNCIL MEMBERS - None 

City Clerk 
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CITY OF LODI 

EXHIBIT P, 
August 16,2000 

.- 

Provides administrative support for a department; performs research, statistical and other 
analytical work; and fuIfills other assi,ments in departments such as Administration, Human 
Resources, Police, Public Works, and other 2rez.s. 

DISTIi%GUISHIXG CH.AFL4CTERISTICS 

3lanaZement Analyst Trainee - This is the trainez level clzss in the iManagement Analyst 
.series. This is a flexibly steffed class series in that trainee level positions are required to 
progess to the higher levels with training, experience, acquisition of bachelor's degree, and 
satisfactory performance, within specified time frames. This class is distinguished from the 
Management Analyst I by performance of the more routine tasks and duties assigned to 
positions within &e series. Since this is used as a trainins class, employers may have only 
limited reiated work experience. 

Planagement Anaivst I - This class is h e  entry level class in h e  Management Analyst series. 
Positions in this class ixe distinguished fiom.the trainee in that they generally have more 
working experience, are able to perform a broader range of more technically complex tasks, and 

. .. work wi& less supervision. This class is distinguished from rfie Management Analyst II by 
having Izss work experience and not yet possessing the ability to perform the f i I 1  range of 
technically complex tasks required. Positions in this class a r t  flexibly staffed and can be filled 
by advancement fiom the Trainee. 

3lanagement Analvst Il - This is the full journey level professional class in the Management 
. Analyst series. Employees in this class are distinguished &om the iMmagemmt Anaiyst I by 

perfomace of the full range of duties as assigned. Employees at tihis level receive o d y  
occasional instruction or assistance as new or unusual situations aise,  and are fully aware of the 
operating procedures and policies of the department. Positions in t i i s  class are flexibly staffed 

. and are normally filled by advancement from the I, or when filIed from &e outside, require prior 
work experience directly related lo the area of assignment. 

EX-MWLES 0 F DUTIES 

hfana,oement Analysts perform a broad nngz of duties, includin,a specialized duties specifically 
rtlattd to the unique kncrions and serviczs deiivsred by the depaments to which they are 
assigned. Duties msy include, but are not limited to the following! 

Generaiist Duties i 

. .  
t .r '.. 
i. . r  

9 Investisates, analyzes, develops, and prepares special studies or projects as requebed; 

\ 



CITY OF LODI 
Mznzgtnent .halyst TraiwdIAI 

Generalist Duties (cont.1 
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Researches special issues, problems a d  proczdures; prspzzs.  reports rtgardinz special 
projeck, problems and requests; 
Compiles data and assists in the development of poIicits, procedures, s&Eng and 
organizational changes; assists in the implementation of new and revised p r o p m s ,  
procedures and methods of operation; 
Evaluates operations and activities of assigned responsibilicies; recommends goals and 
objectives; recommends improvements and modifications; prepares reports on operations 
and activities; 
Reviews administrative practices and makes recommendations for improyernents; 
Collects data and prepares monthly departmental activity reports; 
Provides economic and statistical analysis; presents on1 and written reports; 
Assists in the preparakon and review of all division operizting, multi-year, and capital 
improvement budgets; 
Ensures compliance of department functions with ps r tkent  laws, regulations md 
ordinances; 
hswers  questions and provides information to the public, outside agencies and City stafc 
investizates complaints b d  recommends corrective zction to resolve complaints; 
Reviews and recommends training for departmental persomel; 
Performs other related duties as required. 
Research and prepare ,Orant applications including monitoring existing programs for 
compliance with reglations. 

, If assianed to Human Resource2 

Develops and implements recruitment 2nd selection progzms to obtzin qualified candidates, 
especially fiorn targeted groups; 
Develops and administers job-relatzd selection ?rocedcrs, including application reviews, 
written and performance exams, and interview and 2ssessment techniques; establishes 
eligibility lists; 
Interviews candidates and chairs qualifications appraisal pmels; 
Writes classification specifications, exaninalion docunenmfion, and other reports as 
assigned; 
Collects compensation and benefits data m d  prepares analyses and reports; provides 
compensation, benefits and other informztion to other agencits; 
Develops and coordinates employee deveIopment efforts m d  Ciry wide training activities; 
Performs job audits and analyses of individual posiiions, CIESSS and series of classes; 
Provides dormation and interpretztion rsgardins City pt!rsonneI rules, regulations and 
procedures; 
May be assigned other duties in other Humm Resources functional areas. 

? 

. .. . 
%. 

. 

\ 



CITY OF LODI 
.Lima,oencnr Analyst TnhedbII 
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. f? 
1. . . . 3lanaocment Analyst Trainee . - 

Knowledze of: 

Principles and practices of organization, administration, and personnel management; 
Modern office procedures, methods and computer equipment; 
Statistical methods and methods of gaphic presentafion. 

Ability to: 

Learn the processes and structure of riie City and the department assigned; 
Learn applicable Fed&[, State, and Iocal laws, codes and regulations; 
Analyze facts and make sound recommendations; 
Communicate clearly and concisely, both orally and in writing; 
Work with and control sensitive, confidentid informarion; . 

Use and operate a personal computer, sofWare and peripheral equipment; 
Establish and maintain cooperative and effective relationships wirh those contacted during 
the course of work. 

EDUCATfO Y AND EXPERIE 3CE 

.Any cornbinahon of education and experience that would likely produce the qualifying 
- 

f."- 
. ._ knowledge and abiIity. .4 tpical  combinarion is: 

Education: 

. Persons entering this position are rrequired to be cuncntly enrolled in m accredited college 
or university, and Within 23 months of appointment must obtain a 3acbelor's degree. 
failure to obtain the degree, or sufficiently progress toward obtaining the degree, may result 
in separation of employment. 

. Fxperience: 

0 Six m o n ~ s  of administrztive or znalytical experience in a public azency. 

3lanaoement Anahst I 

In addition to the requiremenu of Nfzna,ozmtnt Analyst Traire:  

. 
0 

Principles and pracrices of budget prepmtion and adminisrration; 
Principles and prdce'dures of financial rzcord keeping 2nd r e p o ~ n g ;  
Technical report witing procedures and gan t  proposal development. '. - 
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CITY Of LODI 
klaiigement .Analyst Traine-dVII 
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,Ability to: 

Analyze problems, identiQ alremative j ~ i u t i o n j ,  projzct conxqutncts of proposed actions 
and implement recommendations in s~ppor t  of goals; 
Plan, initiate and complete work a s s i p e n s  with a minimum o f  direction; 
Prepare completed staff work for oral and written comunica t ions ;  

. 

Estimate and project - revenues and expenditures. 

Any combination of education and experience that n.ouId likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to a Elachelor's degree from an accredited coIle,oz or university. 

Experience: 

None 
planaoement Analvst IT 

> 

In addition to the requirements of iManagement Analyst I: 

Knowledge of: 
. .. 

Processes and structure of h e  City and h e  departmzni z i s i p e d ;  
Applicable federal, Stiite, local laws, codes and re,ouiziions; 
Principles of accounting in a municipal government. 

Identify and respond to public and City Council issues 2nd concerns; 
Interpret and apply Federal, State and local policies, procedures, laws a d  regulations. 

. b y  combination of education 2nd experience that t;.ould likely produce ~e qualifying 
knowledge and ability. A typical combination is: 

Education : 

0 Equivalent to a Elachelor's degree frorn 2n accredited college or university. 

. . .  
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Elvlagemenr haiyst  TiainMTI 
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Lxperience: . -  

Two years of increasingly responsible administrative and analytical experience in a public 
agency. 

LICE NSES AN D CERTIFICATES 

Possession of a valid Driver’s License (Class C )  issued from the California Department of 
tMotor Vehicles. 

. ., 

. . .  


